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APPLIC~TION FOR RECORDS RETENTION SCHEDULE 
1 

INSTRUCTIONS: See Publication NO. 76-OM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

+ .  

s _-- ~- - 
OFFICE OFTHE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT OlVlSlON 

Attention: Scheduling Section. 

FOR A 
I 

application Date Comptroller.General's Office ; 
State F i r e  Marshal's Office 
Mobile Home Division 
7 Martin Luther King, Jr. Drive, SW 

_- 
lpplication Number 

__I__ -. .. A t l a n t a ,  Georsia 30334 
~ 

rperson to Contact Working Tide 

FOR RECORDS MANAGEMENT USE - - 
Application Number 

-73- - \3&-9 
Date Received Date COmDleted -- - 
MAY 7 fg82 F A Y  '2 8 1982 
_-.__I__ .. 

Telephone Number 
656-2064 

.. 
Administrator, Mobile Home Division 

. . . -- I___ ..-I_ ~ _._...I-_ - - Pete Paulsen 
3. Action Requested 

a. 

- ~. .. ~ - - 
0 Estaoiisn Retention Schedule; r4cord will continue to accumulate. 

_- ~~ I-_ 

-. - Manufacturers Master Files 

?artiest 

9/68 

To administer The Uniform Standards Code for  Factory Manufactured .Movable Homes Act. 
inspect and supervise the  construction of mobile' homes tha t  are  manufactured i n  and out of 
s t a t e  and are offkred for  sa le  i n  Georgia. To license, inspect, and monitor the mobile 
home dealers and manufacturers i n  t he  State of Georgia. 
manufacturers. 'Reviews a l l  plans, specifications,  and t e s t  data submitted by mobile home 
manufacturers. 
Fire Safety Laws. Issued Code Certif ication Decals t o  mobile home manufacturers. Monitors 
mobile home complaints made by consumers against mobile home manufacturers and dealers. 

- ~ .... ~ ;. Division and Office Function ~ What is the function of the Division and the Office in which this record series is created? 
To 

To inspect and monitor out of s t a t e  

A s s i s t s '  p l b t  personnel i n  correcting production procedures tha t  violate the  

- - _l_-_* --__ I-___ I___I __ - . 
1. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 
The administration of t he  Uniform Standards Code €or Factory 
Manufactured Moveable Homes A c t .  

Included are: Mobile Home Manufacturer's Inspection Reports, decal invoice forms, 
cer t i fying representative forms, i d  correspondence re la t ing  t o  
decals, inspections, and complaints. 

File is arranged: Alphabetically by State and thereunder by C i t y .  

-- _ _ _ ~  -__--I_ 

B. Monthly Reference Rate How often are records referred to which are: 

One to six months old Twice ; Seven to twelve months old mice ; Thirteen to twenty-four months old _anCe-; - 
twenty-five months and older -* 

Letter-size drawers ; Leyalal-size drawers 1; Shelves ; Other (fokify) - 
? 

I-__ _. - -. I 
9. Annual Rate of Accumulation of Ram~dr  

- 
---s_ - -  - Ysn -_ 
R-50-71. Rev. 76 T lover) 

. A. . 
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~ ~- ~ . . .. . - ~~- . 
~~ . ~. . 

~~i~ ~. .- - 10. 'Qt.iestis&naire _(P!ace an. ''KL~the proer-w! umn 1.. - 

~~ Knot. where isA?~ -. ~. - ~ ~ ~ ~- ~ ~.~ ~~=p-i-pp .~L--_~. ~~ ~ 

. ., c- - I~ 
a. Is this the official copy of the series? 

b. Does the series contain copfidential information requiring security handling? If yes. cite law or regulatipn. ,i 
.. -_ .- ~- ~-~-p~_-.-p~~.- . ~ . 

c. 1s th!sa-vital~record?~~ ~ ,' ~- ~ '. . ~. -. ~ .. .- ~ ~. ~~.~ -_ .  . 
i 

~ ~ .~~ ~ . C  ~ ~ 

~- d. Doesthis series have historical or lonqterm,rese.arch value? ~~ - 

e. When one or two documents in the f i le make it necessary to keep the entire file for a long period, could these 
--_d~cuments be s&eduhdsDarate!v? --_- ~ .- ~ ~~~ -~ . __ __ . . _. - 

.~ f. ls.the~ information contained in this series ever aublished?~ .If Yes.~aftacficaoy..__ 
g. Is  the-information hntained in this series ever analyzed and/or recorded in a summarized report? 

~~~ -LfYer. attach~~cow-. ~. . .. ~ .. - .. .. -~ -~ 
h. I s  there a duplication of t h i s  series in your office, or in another office or agency? 

_ . If yes. where2 . .. . . ~ -~ - ._- . ~ . . ~ ~  ---- 
i. lsthis series fQr hmaior .portion ofif~esularlrmicrofiimed? . . . ~ ~ ~ ~  ~. . .~ -. . 

-. 
-., . .  

i. ~~ Does the record series resuit inmmtmter mhtout2_- ~~~ - ~ . _  ~ ~ .. - ,. ~. ~ ~ .. . 

- ~~ 

I 

-~ 
1. Retention Requirements The following requires the series to be kept: 

c 
a. State Law -~~ 0. years. 1. Audit period 0 -~ . .-.-years. 

--~---,.=---years. 0 e. Administrative need __-__ 0 -.years. - 30 ~~ - ~ -  . . .~-.years. f. Federal retention instructions --__._.~____years. 0 
b. Statute of limitation 
c. Federal law 

Attach copy or excerpt of laws or regulations. Explain administrative need. . .  

Federal Register, Mobile Homes Procedural' and Enforcement Regulation, Subpart H ,  
paragraph 3282.362 (ii) ( a ) ,  attached. The permanent record f i l e  shal l  be availabel 
during the l i f e  of the mobile home. 
years. i ., _. . -  

2. AoorGVed Disposition Instructions 

The l i f e  o f ' a  mobile home has been established a t  30 
. .  

, .~. ~~ .~ ~..  .~ ~_ ~~ 

This agency recommends fhat the file series be cut orf ar tht end of each: 

Calendar Year; .O Fiscal rear ;  0 Other ' _ - ~ ~ ~ p ~ ~ ~ - ~ _ ~ ~ _ _ _ t h a n ,  . ' ' 

. . .  

CB Hold in the current files area -.-~-month(s) -- l--- . . . .year(s);  then 
0 Transfer to local holding area, hold - - y e a r b ) ;  then 
& Transfer to State Records Center; hold 2% . 
8 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

.-yearb); then 

These instructions apply to a l l  prior and future accumulations of the series. 

State Records Committee lsianature) Date 
~ _I 

lecommendations in para- 
iraph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

~~ 



8 .Earliest & Latest 9 .  Exact Series Title 
Dates o f  Series 

9/68 - ~ -  -- 12 /71  I Out of S t a t e  Mobile H o m e s t  a l e s  .-~__- ' * What is the function of the office in which this record series is created? 
ro admin i s t e r  The Uniform Standards Code f o r  Factory Manufactured Movable 
9omes A c t .  To i n s p e c t  and supervise  t h e  cons t ruc t ion  of mobile homes that  
sre manufactured i n  and ou t  of s t a t e  and are o f fe red  f o r  s a l e  i n  Georgia. 
To l j ~ e n s e ,  i n s p e c t ,  and monitor t h e  mobile home dea le r s  and manufacturers i n  
the S t a t e  of Georgia. To i n spec t  and monitor ou t  of s t a t e  manufacturers. 
Reviews a l l  p lans ,  s p e c i f i c a t i o n s ,  and tes t  da t a  submitted by mobile home 
nanufacturers.  
t h a t  v i o l a t e  t h e  F i r e  Safe ty  Laws. I s sues  Code C e r t i f i c a t i o n  Decals t o  
nobile home manufacturers. Monitors mobile home complaints made by consumers 
G a i n s t  mobile 'home . .  manufacturers aqd dea lers .  

A s s i s t s  p l a n t  personnel i n  co r rec t ing  production procedures 

- 
-i .- i cm 

1. This file contains the following documents, (include form numbers and titles, if any, 
and file arrangement ) . 

Documents relating to the administration of the Uniform Standards Code for 
Factory Manufactured Moveable Homes Act. 

> 

Included are: Mobile Home Manufacturer's Inspection Reports; decal invoice 
Forms; 
to decals, inspections, and complaints. 

certifying represenfative Forms; and correspondence relating 

The files are arranged alphabetically by State and thereunder by City. 

-_-- ~ - - ~ - -  
ATTACH SAMPLES OF THE F I B  

lo o f  Dr.rer. Cu It o f  R e c o r d #  - 



13. Is t h i s  t h e  Record Copy.of t h e  series? 
,i b4 [ I  

1 4 .  Is the re  a dupl ica t ion  of: t h i s  deries i n  another o f f i c e  o r  agency? , [ I  w 
15. Is the  information contained i n  t h i s  series ever swpar i zed  o r  published? [ I  bd 
16. Does t h e  series contain c l a s s i f i e d  information' r equ i r ing  security handling? [ I  bd 

17. Does t h e  series i n i t i a t e ,  amend or terminate agency p o l i c i e s  and procedures? [ I  rkj 

6<3 [ I  

[ I  n<l 
[ I  bd 

21. Does t h e  record series contain documentation produced as EDP p r in tou t?  [ I  oa 

I 

I ,  
I f 

Attach copy of s m a r y  or publ ica t ion .  

18. Could the  funct ion be performed i f  t h e  f i l e s  w e r e  l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major por t ion  of it) regu la r ly  microfilmed? If yes, why? 

20. Does t h e  record series provide data as input  t o  an EDP f i l e ?  

22. Has t h e  Federal Government i ssued  in s t ruc t ions  governjng t h e  retent ion/dispo-  . [ ] w 
. .  s i t i o n  of t hese  f i l e s ?  . .  

23. W i l l  t he re  be a need f o r  t hese  records 10, 1 5  years  from now? I f  yes', what? [ I  bd _- . . - - -.F;__.A_.- 
- .  .. 

~ 

* 
1 2 4 .  REQUIREMENTS. The following requires  the f i l e s  t o  be k e p t  5 years-: 

a. [ ]STATE b .  []STATUTE OF c .  []AUDIT d .  [ ]FEDERAL e.%DMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PE!RIOD L A W  DE C IS I O N  VALUE 

(Cite  Lcm, S t a t u t e ,  o r  o ther  reason for  the  r e t e n t i o n  requirement) ..- 

It i s  sometimes necessary  t o  check back on in spec t ion  Yeports i n  case of 
ques t ionable  f ires i n  mobile homes due t o  cons t ruc t ion ,  e lectr ical .  hea t ina .  - -  

&3as- systems. dex ic i enc ie s  . __ I___ __ 
25. AGENCY RECOMhENDATION.$. This agency recommendsthat t h e  f i l e  series be cu t  o f f  a t  t h e  end 

of  each -&CALENDAR YEAR - [  ]FISCAL YEW - [ ]OTHER ,then : 

Hold i n  t h e  cur ren t  f i l es  area ' :month(s ) /  1 y e a r ( s ) :  
[H Transfer  t o  [ 1 S ta te  Records -[ 3 Local Holding Area; hold- ear(s)  : 
[A Destroy. 

, -[-.-i) Transfer  t o  S t a t e  Archives f o r  pe'rmanent r e t en t ion .  
. .~ 
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. ;A -. .~ * ,_ , . -  :e . r .  -2;DPstroy immediately after cut-off. - I  ' 
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,$ [ J Oth&: ( S p e c i e )  
c .. . i : ,  
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:. i.-. 
( Ind ica te  b r i e f l y  r a t i a a k  f o r  recononendations above/or write add i t iona l  remarks )  : 

OTHER REQUIRED SIGNATURES 

13- 6-7: 


